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o In accordanes with sutliority delegated in CIA Regulat:ons
-, the Procurensnt Office will sssuze sceountabiiity of 21l admini-
strative ;roperty in use within the depart-entsl ares, Activation of a

Building Su. 1; Officer for Hort., Centre., Adsinistration, South
Puildings, and 2210 K Btreet will be secomplished on 2L Septemtsr 1951,
In view tlerool, the Procuresent Office will be res)ousible fors

6. The requisitioning, turn=in, ani transfer of all sroperty ILLEGIB

required b «wotivities located in subl-ct buildings.
be lssasnce, or authorisst:on for issuance, of sll property ;aaaus)
for removal of sroputy from subjeet buildings.

¢. Roceiving and processing all requests for bulliing anc/or
oG yuent repsirs sand asintens:ce service, This ineiudes instel-
lation of fans, air-conditioners, electrio weil outlets, ztc,.

de Receiving :nd processing requesis for ;hysicsl woves iavolving
offices, Veleploies, bukzer systems, or partations. Hequests for
ebanzes in telephone service, bua or systexs enc installation or
noveaent of partit.ons should be accoupanied by sketches incicatiig
appropriate information such &e telephone extensions, tus:cer
locations, room mmbers, etc.

2. Expendaile su;;iies say be obtuaines {roms the expeu.istlie supyliy
rooms, location ana schedule as follows:

Room Ho. 302 Borth Building - 9130 to 11130 donday through Friday
Room No. 3LO South Building - 1130 to 3130 donusy throuzn Fricay

1n addit on to the abo e, a linited :usber of eip.adabla supplies,
ineluding comsonly-used forne, will be stocked in the besement of 2215 K
Street and will be ssintsined on & s«lf-gcrvice basis,

b
3. A list of individuals for each activity located in subject So ?{
buildings, suthoriscd to requisition ron=ex endsble pr perty, will te —
furnished this office., Number of individuals, so suthorised, will be
kept to @& ninimum,

L. All requosts for nou-sxpendsble propert) snd expendsa le supplies
oot obteinable from supply rocus listed in paragre.h 2 z2bove, w.il be

directed to the Pullding Supply Of “icer locsted in Room 302 Worti Building,
sxtension 650,
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m,u will be initisted en Naster Ritto Ferm Bo, 3)5-125 "Reguisition
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Wum, wd directed to thc Bmutug l@p&; 0ficer fer necessary 25X1A.
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4ablé nsture to the using individusl in ace rdance witlh parsgreph
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20 (3) (d) of I Ceotral intellige:ce Agency Regulat ons. It
~ im the respenmibility eof eech employes uhaving custody of portsble itess
80 oherged to s.cure & clsarence from the Building Supply 0fficesr prior

o thur em&m locat ons ﬁsm. or Mu fron, t.hc Agerey .
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